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Module 1 
Documents for a Purpose 

Learning Objectives 

Student is able to: 
Pass! 
Merit 

Create and format text wh ich is p, 
suitable for a particular purpose 

Adjust properties to allow graphics or P 
other objects to fit well within the 
document 

Insert table into document P 

Use advanced formatting features M 

Use page formatting options M 

Adjust page formatting for a speci'fic M 
audience · 
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Module 2 
Multimedia for a Purpose 

Learning Objectives 

Student is able to: 

I 1 
I 

Create a plan for a presentation 

I I 

Pass! 
Merit I 

P. 

P ! 2 I ~ecognise and select appropriate 
~ource materials 

I 3!lncorporate transition and animat_io_n_-+-_p---j 

4 i Incorporate timings, audio and 'build' 
effects 

M 

5 , Demonstrate a clear sense of aUdiencel M 
and purpose . 

L:---~-~~~--.~--



!J . ,; 2.1 Plannmg , ~ / Learning Objective: 1 

Planning 

• When you decide to do a presentation, 
you must start with planning. 

• First, you need to identify the theme of 
your presentation. 

• Next, you need to identify your 
audience. 

• Plan your slides and think how your 
presentation can attract your specific 
audience. 

• Gather resources like information, 
graphics and sound or music files. 

• Select the relevant resources and 
organise them on a storyboard. 

Storyboard 

• Start MS Word with a blank page. 
• Use the textbox feature to create 7 

identical textboxes. 
• Name the textboxes Slide 1 to Slide 7. 
• For the exercise that you will go through in 

this module, let us prepare a presentation 
for the members of the School Science 
Club (the audience) on "World Record­
the animal extreme" (the theme). 

• As there are a few thousand world 
records, we will use a small category, 
''The largest", for the presentation. 

• In the textbox for Slide 1, type the title as 
World Record - The Animal Extreme. 

Preparing the slides 

• Open the file animalextreme.doc. 
• For exercise purposes, the file has been 

prepared with some information on some 
world records. 

• Identify the information that is relevant to 
the topic. 

• Copy the information on the largest flying 
mammals. 

• Paste it in the textbox for Slide 2. 

• You can apply your skills in word 
processing to prepare your storyboard 
or you can just scribble your ideas on 
a blank piece of paper. 

• Your storyboard is then your master 
plan for the presentation. 

• You must revise your master plan 
from time to time. 

You must know 
what your 
audiences want. 

;. On the second line, type The largest .... 
i. At this point, do not worry about the 
I format. 
I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

Slide 1 

Slide 2 

World Record­
The Animal Extreme 

The largest ... 

Largest Flying Mammals - The Flying 
Foxes (family Pteropodidae) 
o Live in Southeast Asia. 
o Length of45 em (17.7 in). 
o Wingspan - 1.7 m (5 ft 7 in) 
o Weight- 1.6 kg (3.Slb) 
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